RULES FOR

SULPHUR MUNI CI PAL FI RE AND POLI CE CI VI L SERVI CE

RULE |

MEETI NG OF THE BOARD:

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

SECTI ON 4:

SECTI ON 5:

SECTI ON 6:

SECTI ON 7:

The board shall hold one regular nmeeting within
each quarterly period of the cal endar year. The
board shall hold such special neetings as may be
called by the chairperson or as provided in
Revi sed Statute 33:2471 and those that follow

Unl ess otherw se provided in the notice for such

nmeetings, all nmeetings shall be held Sul phur City
Hal | Council Chanbers.

Notice of regular neetings shall be given by
posting such notice in the city hall or at the
building in which the neeting is to be held, not
| ess than five (5) days before the date fixed for
such neeting, unless otherw se provided by | aw.
Such notice shall state whether the nmeeting is
regul ar or special, and shall include the date,
time, place, and agenda of the neeting, provided
t hat upon approval of two-thirds of the menbers
present at a neeting of a public body, the public
body may take up a matter not on the agenda.

Speci al neetings of the board will be held only
upon call of the chairman, or in his absence the
vi ce-chai rman, or as provided by Revised Statute
33: 2471, and those that follow

Al'l board neetings shall be open to the public,
except when the board neets in executive session
as provided for in Revised Statute 42:4.1, and
t hose statutes that follow

Al l board nmenbers nmust be notified not |ess than
five (5) days preceding all regular board
neeti ngs. Special neetings may be held upon
twenty- four hour notice, as provided by |aw.

Four nmembers of the board nust be present to
constitute a quorum of the board. Concurring
votes of three nenbers are necessary for decision
of all matters before the board.

RULE | |

SUBJECT MATTER OF NEETI NGS

SECTI ON 1:

At regular neetings of the board it shal
consider all old and new business which may be

SuU 06-23-09



Rul es

SECTI ON 2:

page 2 of 12

br ought to its attention in the manner
herei nafter provided.

At special neetings the board shall consider only
t hose items of business for which the neeting was
cal | ed, except by agreenment of two-thirds of the
board nembers, other matters may be consi dered.

RULE [I1

ORDER OF BUSI NESS:

SECTI ON 1:

SECTI ON 2:

At regular neetings the order of business shall
be as follows:

1. Readi ng of the m nutes

2. Speci al and general reports

3. Deci sions and orders on matters consi dered
at previous hearings and neeti ngs.

4. New busi ness.

At special neetings the order of business shall
be as follows:

1. Readi ng of m nutes

2. Deci sions and orders on matters consi dered
at previous hearings and neetings.

3. Hearing of matters previously fixed for the

speci al neeting.

RULE IV

EXECUTI VE SESSI ONS:

SECTI ON 1:

The board, if required, will nmeet in executive
session during regular or special neetings, by
two-thirds vote of those present when considering
those matters which may be discussed under
provi sions of Revised Statute 42:6.1, (relative
to exceptions to open neetings). Any voting on
matters di scussed in executive sessions shall be
conducted only upon return to public nmeeting.

RULE V

APPLI CATI ON FOR APPEALS AND HEARI NGS:

SECTI ON 1:

Any person authorized to appeal to the board
under the provisions of Civil Service Law my
apply for such an appeal by a witten notice
giving a clear and concise statenment of the
action conplained against, the basis of the
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appeal, and the relief sought. Application for
appeal s to the board under the provisions of R S.
33: 2501 of Civil Service Law shall be made only
by regular enployees in the classified service

and shall be Ilimted to matters involving
di scharge, corrective or disciplinary action and
the application shall so state. Al'l ot her

requests for hearings shall set forth the section
of Civil Service Law under which the application
is brought and shall contain a statenent of the
jurisdiction of the board. All applications for
appeal s and ot her hearings nust be signed by the

applicant or his counsel, if any, and nust give
the full name and post office address of the
appellant and of his counsel. Witten notice

shall be filed with the chairperson of the board
or the board official so designated to receive
such applications.

No appeal shall be effective unless the above
stated notice is filed within fifteen (15) days
foll owing the action conpl ai ned agai nst, or where
witten notice is given of an action to be
thereafter effective, within the fifteen (15)
days following the date on which such witten
notice is given.

The secretary of the board shall cause the date
of filing to be noted on each notice of appeal
and shall file said appeal on the appeal s docket,
giving the said appeal an appropriate title.

RULE VI

PROCEDURE ON APPEALS: (Revised Statute 33:2501)

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

Al'l  hearings on appeals shall be open to the
publi c.

Parties shall have the right, but shall not be
required, to be represented by counsel. Wen any
party is represented by nore than one attorney,
only one attorney for any party shall be

permtted to exani ne the sane witness.

The rul es of evidence as applied in civil trials
before the courts of this state need not be
strictly conplied with, but the board shall limt
evidence to matters havi ng a reasonabl e rel evance
to the issues before the board. The burden of
proof, as to the facts, shall be on the
appoi nting authority except in those cases where
the enployee alleges discrimnation based on
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political or religious beliefs, sex, or race.

Parties and w tnesses shall be subject to
cross-examnation as in civil trials. The board
| ooks with favor upon stipul ations of undi sputed
facts.

The appointing authority shall be first to
present evidence and testinony followed by the
evi dence and testinony of the appellant. Boar d
menbers may ask questions of w tnesses.

The board may, on request of any party or on its
own notion, place witnesses other than parties
under the rule of the board and thus excl ude them
fromthe hearing room

Any party desiring the i ssuance of a subpoena for
the attendance of a witness or the production of
books or papers nust apply for appropriate order,
to the board, in witing at least five (5) days
before the time fixed for the hearing. Such
application shall state the purpose of the
subpoena and what evi dence or testinmony i s sought
by the issuance of the subpoena.

The written rul es, regul ations, and procedures of
the civil service board and Revised Statute
33: 2471 and those that follow will be the basis
of all hearings and appeal s.

RULE VI |

DI SM SSAL OF APPEALS:

SECTI ON 1:

| f the appellant fails to appear at the place and
time fixed for any hearing, his appeal may be
di sm ssed or the board may, in its discretion,
continue the case or proceed with the hearing and
render its decision upon such evidence as may be
adduced at the hearing.

RULE VI ||

TRANSCRI PTS OF HEARI NGS

SECTI ON 1:

|f any party to the hearing desires a permanent
transcript of the hearing, the party shall
furnish a court reporter for said purpose at

their own expense. Where a court reporter is
furnished, the first copy of the original of the
transcript shall be filed with the board and
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shal | becone part of the permanent record of any
subsequent appeal. Where no court reporter is
furnished, the secretary of the board shal

mai ntain as conplete notes as i s feasible and the

SECTI ON 1:

board will issue a witten finding of fact.
RULE 1 X
Al other hearings of the board shall be

instituted and shall be conducted in accordance
with the above and foregoing rules and Civil
Service Law in general.

RULE X

APPLI CATI ON FOR ADM SSI ON TO TEST:

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

SECTI ON 4:

Test for entry upon pronotional and conpetitive

enpl oyment |ist shall be advertised for and
adm ni stered in accordance with R S. 33:2492 of
Civil Service Law. Test for entrance upon
conpetitive enploynent |list may be given as the
needs of the service require as determ ned by the
civil service board. Test for entry upon
promotional enployment |ist nay be given after

existing list is twelve (12) nonths old and not
yet expired and shall be given at |east one tine
during each successive period of eighteen (18)
nont hs.

Appl i cations, on board approved fornms for
adm ssion to tests, wll be received by those
i ndi vi dual s designated by the board at any tinme
before final date for receiving applications.
Approved applicants will be notified at | east
five (5) days in advance of the date fixed for
the exam Individuals designated to receive
applications will forward such applications to
the board secretary and shall be kept as a
per manent record of the board in accordance with
Civil Service Law.

Promotional and conpetitive enploynment |ists
shall be maintained by the board for eighteen
(18) nonths.

Adm ssion to tests shall be governed by

provisions of R'S. 33:2493 of Civil Service Law.
and the qualification requirenents of t he
classification plan.
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When results of any exam nation are furnished to
the board by the State Exam ner, the Chairperson
shall forthwith call the board for a special
meeting for approval thereof. Enpl oynment lists
shal | beconme effective upon approval of and by a
maj ority of the board and filing of the same by
the board with the State Exam ner.

RULE Xl

DI STRI BUTI ON OF BOARD RULES:

SECTI ON 1:

SECTI ON 2:

A copy of the board rules shall be distributed to
each board nmenber, governing body one copy,
Police Chief and Fire Chief one copy each, and
police and fire station bulletin boards one copy
each.

A copy of the board rules shall be given on

request to an appellant or his counsel prior to a
heari ng.

RULE XI |

LEAVES OF ABSENCE, HOLI DAYS, AND BOARD RULES:

SECTI ON 1:
A.

B.

Leaves of Absence--Police and Fire

Leaves of absence are classified as foll ows:

A WNPEF

Si ck

Leave of absence with pay

Leave of absence w thout pay

Absence without | eave and pay

Adm ni strative |eave - The appointing authority
may grant admnistrative |eave with pay for
periods not to exceed thirty (30) days when
circunmstances develop that would warrant the
renmoval of an enployee from the departnent
wi t hout di sadvantage in order for the appointing
authority to conduct an investigation concerning
t he conduct of the enpl oyee. This period nay not
be extended beyond thirty (30) days without
approval of the civil service board.

| eave:

Each enpl oyee of the classified service shall be
entitled to and given, with full pay, sick |eave
aggregating not less than fifty-two (52) weeks
during a cal endar year for any sickness or injury
or incapacity not brought about by the enpl oyee's
own negligence or cul pable indiscretion. Any
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enpl oyee of the classified service who draws such
full pay during sick |eave shall have such pay
decreased by the anmount of workman's conpensation
benefits actually received by such enployee.
Classification of |eave of absence for the
forementioned will be "Leave of Absence With
Pay" .

Sick | eave may not be used for absences incurred
because of attendance to personal affairs. Any
enpl oyee on sick leave is required to diligently
pursue full recovery and any activity which is
contrary to this endeavor nay be the basis for
di sciplinary action whi ch could i ncl ude
term nation.

When an enpl oyee of the classified service is il
and cannot report for duty, it is the enployee's
responsibility to notify the supervisor or the
person designated by the chief of the departnent
not | ater than one (1) hour prior to the start of
the assigned duty period. Failure to call, as
i ndi cated above, will result in the forfeit of
pay, as it is classified as "absence w thout
| eave and pay" and may result in disciplinary
action.

Sick leave is applicable to maternity clains.
Maternity | eave conmences when a doctor certifies
that the enployee cannot perform all of the
duties of her position and light duty within her
classification is not avail able.

No cash paynent nay be made for accunul ated sick
| eave. Should any illness |ast |onger than two
(2) cal endar days, the enployee is required to
submt a doctor's certificate indicating the
illness or condition which justified the absence,

as well as the probable duration of the illness.
For failure to produce a doctor's certificate for
any illness over two (2) days, the enployee will

be classified as "absent wi thout |eave and pay."
Shoul d any enpl oyee of the classified service be
frequently absent before or after their
schedul ed days off, or at any other tine, the
enpl oyee may be required to submt a doctor's
certificate should the absence be for only one
(1) cal endar day, at the discretion of the Chief.

Funeral Leave/ Fam |y Energency

An enpl oyee may be given tinme off wi thout | oss of
pay, vacation |eave, or sick leave in the event
of a death or serious injury or illness in the
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enpl oyees' famly, not to exceed a three (3) day
period, except in extenuating circunstances
endorsed by the chief of the departnent.

2. An enployee's immediate famly is defined to
consi st of the follow ng: spouse, parent, child,
br ot her, si ster, gr andpar ent, son-in-1 aw,
daughter-in-law, nother-in-law, father-in-Iaw,
grandchi | d, br ot her-in-1 aw, sister-in-|aw,

hal f-brother, and hal f- sister.

3. I f an enployee of the classified service has a
death in their inmmediate fam |y and cannot report
for duty, it is the enployee's responsibility to
notify the supervisor or the person desi gnated by
the chief of the departnent not |ater than two
(2) hours before he is scheduled to report to
duty.

Exam nati ons

Each enployee of the classified service wll be
granted "leave of absence with pay" to take any
muni ci pal fire and police civil service exam nation

Provi si onal enployees are granted "l|leave of absence
with pay" to take a nunicipal fire and police civi
service exam nation for the class which they hold
provi sionally.

Civil Leave

Absence because of jury duty is "leave of absence with
pay." However, the jury notice nust be presented to
the chief of the departnment or to the person
designated by the chief to receive such notice at
| east five (5) days in advance of such jury duty. An
enpl oyee shall be authorized to take |eave tinme when
perform ng jury duty, or when subpoenaed to appear
before a court, public body, or comm ssion, on
departnmental busi ness, or when perforn ng emergency or
civilian duty in connection with national defense
The city will pay the difference between pay earned
for the special duty and the enployee's regular pay
fromthe city.

City, District Court or Civil Service Board Attendance

Attendance in city or district court on departnental
business is with pay provided that the attendance is

ordered by subpoena or other court order. Enpl oyees
on duty shall receive no conpensation for court
appear ance. Shoul d any enployee of the classified

service be required to be in attendance in court on
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departnmental business, on his/her off time, shall be
conpensated by the courts normal rate of subpoena fee
per subpoena not to exceed paynent over two subpoenas.

Each departnmental nmenmber of the civil service board
shall be granted |eave of absence with pay for the
duration of any civil service board neeting which the
enpl oyee representative attends, or for any tinme
required to assist with civil service exam nations.

Mlitary Leave with Pay

An enpl oyee shall be authorized to take | eave w thout
| oss of pay or vacation |eave tinme when perform ng
enmergency mlitary duty or participating in the
t wo- week annual training duty required by nmenbership
in areserve unit of the United States Arnmed Forces or
t he Loui si ana National Guard, for a maxi numof fifteen
(15) days, as provided by Revised Statute 42:394.
Each nember of the classified service shall give such
notice of ordered duty at least thirty (30) days in
advance to the chief of the departnent and this board,
if known by him Should the enpl oyee be called out on
an emergency basis, he should contact his supervisor,
the chief of the department, or the person designated
by himto receive such notice.

Mlitary Leave w t hout Pay

Any regular and permanent nember of the classified
service called into the Armed Forces, will be carried
on mlitary |leave w thout pay until the enployee
returns to duty. The enployee is required to notify
the chief of the departnent or the person designated
by himto receive such notice and this board when he
recei ves such notice.

Any regular and permanent nember of the classified
service who is called into the Arnmed Forces will be
allowed to take whatever annual |eave to which the
enpl oyee may be entitl ed.

Provi si onal enployees will not be granted a mlitary
| eave of absence. They shall be required to resign or
be dropped from service.

Any menber of the classified service who is a nenber
of the National Guard or in the Reserves of the Arned
Forces, upon being ordered to active duty, shall be
gi ven any | eave due the enployee in Section G Should
the individual have used all l|eave to which the
enpl oyee is entitled (in Section G, then the enpl oyee
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shall be granted mlitary | eave w thout pay.
Personal Tinme OFf

Each nmenber of the classified service may apply to the
chief of the departnment for personal time off when
such time off will not exceed two (2) days and this
| eave is classified as "l eave of absence w thout pay."

Any menmber of the classified service taking personal

time off without applying for same shall be consi dered
as "absent wi thout |eave or pay."

Annual Leave - Fire and Police

1. No cash paynent nay be made in |lieu of a vacation
until such tinme as the enployee is separated from
hi s/ her enpl oynment.

2. The appointing authority has the right to
regulate the time at which any enployee is
granted annual |eave as provided in Revised
Statute 33:2497.

A. Fire

1. Each full-time enployee of the classified
service after having served one year, shal
be entitled to an annual vacation of
ei ghteen (18) calendar days with full pay.
This vacation period shall be increased one
day for each year of service over ten (10)
years, up to a maxi mum vacation period of
thirty (30) days all of which shall be wth
full pay. The vacation privileges herein
provided for shall not be forfeited by any
menber of the departnment for any cause, nor

may any cash paynment be made in lieu of
vacation. This additional day of vacation
shall start during the eleventh (11) year of
service.

2. Vacation |eave (9 calendar days) may be

taken after the first six (6) nonths of
conti nuous enpl oynment. Ei ght een days (18)
cal endar days of vacation may be taken after
one (1) year of continuous enploynent if
nine (9) cal endar days were not taken after
six (6) nonths service.

B. Pol i ce

Each full tinme enpl oyee of the classified service
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shall be entitled to the following annua
vacation | eave:

After having served/conpleted one vyear of
service, personnel who work eight hour shifts
shall be entitled to one hundred twenty hours
(120) of annual |eave and personnel who work
twelve hour shifts shall be entitled to one
hundred ei ghty hours (180) of annual |eave, with
full pay.

After having served/conpleted ten years of
service, personnel who work eight hour shifts
shall be entitled to one hundred sixty (160)
hours of annual |eave and personnel who work
twelve hour shifts shall be entitled to two
hundred forty (240) hours of annual |eave, with
full pay.

After having served/conpleted fifteen years of
service, personnel who work eight hour shifts
shall be entitled to two hundred (200) hours of
annual |eave and personnel work twelve hour
shifts shall be entitled to three hundred (300)
hours of annual |eave, with full pay.

After having served/conpleted twenty years of
service, personnel who work eight hour shifts
shall be entitled to two hundred forty (240)
hours of annual eave and personnel who work
twel ve hour shifts shall be entitled to three
hundred sixty (360) hours of annual eave, with
full pay.

The vacation privileges herein provided for

shall not be forfeited by any nember of the
department for any cause.

Hol i days

Each menber of the classified service shall be granted
"Leave of Absence with Pay" on the followi ng |ega

hol i days:

1. New Years Day January 1st

2. Martin Luther King Day Third Monday in January

3. Presi dent’ s Day Third Monday in February

4. Mardi Gras Tuesday bef ore Ash
Wednesday

5. Good Fri day Friday i mmedi ately
precedi ng Easter

6. Menori al Day Last Monday in May

7. | ndependence Day July 4th

8. Labor Day First Monday in
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Sept enber

9. Col unbus Day Second Monday in October

10. Veteran's Day Novenber 11th

11. All Saints Day Novenmber 1st

12. Thanksgi vi ng Day Fourth Thursday in
November

13. Day after Thanksgiving Fr i d ay after
Thanksgivin%

14. Christmas Eve Decenmber 24!

15. Christmas Day Decenber 25tF

Should a nmenber of the <classified sevice work
assi gnnment be such that the enployee is scheduled to
work on a legal holiday as set by this board, the
enpl oyee will be paid an additional conpensation of
one and one half (1% tinmes the normal rate of pay.
However, governing authorities, at their option, may
grant enployees time off from work for which such
addi ti onal conpensation would be due and payable to
sai d enpl oyees.

Special Leave - Seniority

Special |eave without pay up to thirty (30) days may
be granted by the appointing authority when such | eave
woul d be in the departmental interest. Any speci al
| eave, with or without pay, exceeding thirty (30) days
must first be approved by the civil service board and
if approval is granted the board will determ ne, at
that time, if departnmental seniority is to be
i nterrupted or continued.

Expiration of Leave

Any enployee who fails to report for duty upon the
expiration of any authorized | eave will be considered
to have resigned fromthe departnental service on the
cal endar day follow ng | eave expiration
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